
Office of Statewide Health Planning & Development 
1600 9th Street 
Sacramento, CA 95814 

Job Opportunity Bulletin:  #02-167 
Final Filing Date:  March 10, 2003 or 

Until Filled 
FREEZE EXEMPTION PENDING  

Position: Salary: Location: 
Accounting Technician 
 

$2,348.00 - $2,855.0 
 

Office of Statewide Health Planning and 
Development 

1600 9th Street, Room 450 
Sacramento, CA.  95814  

 
Do you like working in a fast paced environment and enjoy working with money or numbers?  Then this 
Accounting Technician (AT) position may be just for you? This position is responsible for processing all accounts 
payable activities for the Office.   

General Statement of Duties: 
Under the supervision of the Senior Accounting Officer (Supervisor), the AT is responsible for accounts payable 
processes.  Duties include: encumber, maintain and process all accounts payable activities related to purchase 
orders, sub-purchase orders, and service orders related to invoices.  Prepares and inputs documents into 
CALSTARS to initiate claims schedules for payment through the State Controller’s Office.  Records all payments 
on encumbrance source documents and reconciles encumbrance source document balances to CALSTARS, at 
least quarterly.  Performs miscellaneous research on all accounts payables as needed to complete document 
processing.  Includes communication with the Business Services Office, program staff and vendors, identifying 
correct expenditure coding, verifying accuracy of items received, and researching CALSTARS reports and original 
input documents to trace, identify and correct errors; completes error correction transactions to correct 
CALSTARS input errors.  Prepares, batches and inputs vendor payment documents into CALSTARS to initiate 
claim schedules to reimburse the office revolving fund. 

Desirable Qualifications: 
In appraising experience, weight will be given to the following factors: 

Knowledge of CALSTARS, accounts payable processes, the California Prompt Act, technology, written and oral 
communication, and work habits. 

 

Who May Apply: 
Applications will be accepted from individuals eligible for reinstatement, transfer or list appointment to this class.  
Applicants with list appointment should attach a copy of their notice of test results.  Appointments are subject to 
SROA policies.  The most qualified individuals will be selected for an interview. 

Interested parties should submit a State Examination and/or Employment Application, Std. 
678, and a resume to: 

Office of Statewide Health Planning and Development 
Attn: Liz Martin (job opp #02-167) 

1600 9th Street, Rm. 450 
Sacramento, CA  95814 

 

For further information contact Liz Martin at (916) 654-2836 or FAX  (916) 
654-3200. 

 
 


